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RECORDS DISPOSITION AUTHORITY

In accordance with Federal Statutes and Pecords
Disposition Authorizations granted by the U.S. Gongress
the attached Records Control Schedule 14-74 for the
Regulations Control Staff, TDA, is approved and imple-
mentation of the disposition instructions contained therein
is authorized. This revision supersedes Records Control
Schedule 14-58.
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12 1 REGULATIONS SUBJECT FILES

This file contains material which reflects
. the policies and procedures as they relate to
' regulations in general. The files also con- |
tain copies of correspondence and memoranda
pertaining to general administrative and
housekeeping functions of the staff. Filed
by subject title.

a. Documentary material 1 Permanent. Disposal not authorized.
Retain in current files area indefi-
nitely. Transfer to Records Center
when no longer needed in current files
area.

b. Administrative type material 1 Temporary. Destroy after one year.
Cut off at the end of each year and
destroy one year thereafter.

@ 14 § 15 2 | AGENCY REGULATIONS BACKGROUND FILES

Consists of all regulatory material pro-
posed for publication. File includes all
drafts, correspondence, concurrence, non-
concurrence, comments, authentication,
plus final printed documents, and other
pertinent data relating to the history of
each publication. Filed by issuance number.

a. Active file 1 Permanent. Materials are put into
' closed file when issuance is published
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¢. Office referonce copies of microfilmed
closed files

| REGULATORY ISSIANCES FILE

These constitute the Agency record copies
of published regulatory issuances. They
include the current and obsolete (rescinded
and expired) copies; are maintained in
manuals and filed according to issuance
mmber. (These duplicate records in item
2b of this schedule except they contain
original notes of extemsion perieds and of-
fice confirmations not contained in 2b
copies. The two records series serve two
different purposes.)

INDEX CARD FILE

Consists of 3x5 cards containing the subject
and reference mumber to current published
issvances. File is used in answering in-
quiries about subject content and in pre-
paring a published index for Agency-wide use.
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b. Closed file 3 Permanent. Maintain a six month's

level in current files area then
transfer to Agency Archives to hold
for six months then microfilm.
Destroy paper copy when film is found
to0 be satisfactory. Send silver
original camera master (positive or
negative) plus one diazo, vesicular,
or silver reference copy to the Agenc
Archives to replace paper copies.

Temporary. Retain in current files
area indefinitely for reference.
Destroy when no longer needed.

Permanent. Disposal not anthorized.
Retain in current files area in-
definitely for reference. Tramsfer
to Agency Archives when no longer
needed in current files area.

Temporary. Destroy cards when publi-
cation is superseded or becomes cbso-
lete.
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LICATIONS CONTROL CARD

visible index card which serves as a per-
tual inventory of each mumbered Agency
issuance, . Card contains abstract of history
each issuance and is used as a ready
forence. = Cards are also used as the master
trol of assigned mumbers and to record
tirement to the Agency Archives. Filed
rically. ,

PLEMENTAL DISTRIBUTION FILE

These are extra copies of current regula-
Yy issuances used to f£ill supplemental rve-
ts, held in headquarters in addition
those stored in the Records Center.

iled by issuances mumber and segregated by
adquarters and field.

SY ‘COPIES

These constitute advance notice vhich is 1

varded to the staff whenever a revision
new regulation has been drafted. Main-
ed for reference purposes and in
anning a2ctivities for the staff. Filed
issuance mmber or subject.

ISTRIBUTION CONTROL FILE

2

initial distribution of Agency regulatory
suances. Information recorded indicates
£fices_to which distribution is made,

te, mmber of copies, and also number of
ies held in reserve. Filed numerically
er each category series.

Consists of Form 574, Publications Control, 5

Consists of a record used to control the i}

rmanent.
tain in current files area indefi-

jtely. Transfer to Agency Archives -

en no longer needed in current
files arca. .

Temporary. Destroy all extra copies
when issuance becomes obsolete
(rescinded or expired).

Permanent. Disposal not authorized.
Incorporate with background material
when a job file is initiated.

Temporary. Dostroy when no longer

leeded for reference purposes.

er NARS, these are purely for
trative control and have no

rmanent value.)

Disposal not authorized.
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COORDINATION COPIES

"CONTROLLED DISTRIBUTION' ACCOUNTABILITY FILE
REPRODUCTION REQUISITIONS

INDIVIDUAL SUSPENSE FILES

CLASSIFIED MAIL RECEIPTS

Deleted as no longer maintained.
Deleted as no longer maintained.
Deleted as no longer maintained.
Deleted as no longer maintained.

Deleted as no longer maintained.
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